2014/2015 Student Registry Combined Schedule

first sit entries for UG students

Month and Year | Date| Day| Time Event Process Contact
Create/ populate recommendation templates (UG) Saturn Marks
August 2014 6 w (GSM 'unsatisfactory') -export student data by course . Examinations Office
Processing
& year of SoS
Marksheets for SummerSemester assessments & Saturn Marks
August 2014 11 M Reassessment generated and saved to shared drive . Examinations Office
Processing
for Schools to access
August 2014 15 F 3.00pm Transcript Channel switched off (Undergraduate Channel Examinations Office &
and Postgraduate) IS
Deadline for all changes to module specifications.
Saturn Course Maintenance and Saturn Module AT
August 2014 15 F . ) . Specifications and Student Registry
Maintenance closed to direct editing by Schools for Module Specifications
2013/14 records. P
August 2014 18 M Re-sit examinations begin Examinations Examinations Office
August 2014 18 M Prepare Recommendation Template to Schools LI M_arks Examinations Office
Processing
August 2014 25 M Send amended text for My Module Enrollment Channel Channel Timetabling Office &
14/15 IS
August 2014 25 M Summer examinations begin Examinations Examinations Office
Assessment channel switched off Examinations Office &
P CET 2L 2 )| S (Undergraduate and Postgraduate) Si=unel IS
GSM reset to "Unknown" for all UG Resit students Saturn Marks N ]
SEPARTET AL 2 o (GSM 'unsatisfactory') - to prepare for portal channel Processing SEmMEES Ol
September 2014 5 F Re-sit Examinations end Examinations Examinations Office
September 2014 5 F Summer Examinations end Examinations Examinations Office
Publication of Add/Drop - Module Enrolment Website . . ]
September 2014 8 M for 2014/2015 (Autumn) Module Enrolment  [Timetabling Office
September 2014 10 w |9.00am Deadline for submission of provisional September Saturn M_arks Examinations Office
marks to SATURN Processing
GSM reset to "Unknown" for all UG Resit students Saturn Marks N ]
PRI S i o (GSM 'unsatisfactory') - to prepare for portal channel Processing S neier s Oiiles
September 2014 12 F |9.00am Deadline for submission of definitive September Saturn M_arks Examinations Office
marks to SATURN Processing
Publication of definitive online Supplementary Programme
September 2014 12 F Regulations, Programme Specifications and Module Specifications and Student Registry & IS
Specification for 2014/15 Module Specifications
September 2014 12 F gzgieszirladuate EEETITEEETENS 2L EE 15 S Progression Outcomes |Examinations Office
September 2014 12 F peesline for eoniinlng Cel G HEE R Es Progression Outcomes |Examinations Office




Month and Year | Date| Day| Time Event Process Contact
Bulk change to UG students' GSM - list of Saturn Marks
September 2014 12 F '‘progressing' and 'not progressing' send to UK to . Examinations Office
. Processing
upload in the system
September 2014 12 F Student Registry to enter resit registration module in Saturn Mgrks Examinations Office
Saturn 3 Processing
September 2014 12 F Foundation examinations begin - July Intake Schools Schools
September 2014 15 M Gener.ate Resit Registration report to school for Saturn Mgrks Examinations Office
checking Processing
September 2014 17 w Registration (new students) Registration Student Registry
September 2014 19 F 3.00pm My Transcript Channel switched on Channel Examinations Office &
(Undergraduate only) IS
September 2014 19 F 3.00pm Assessment channel switched on Channel Examinations Office &
(Undergraduate only) IS
September 2014 19 F Email to students to do module add/drop Module Enrolment  |Timetabling Office
September 2014 19 F el date_of ORI T (e ML B GO L (R Progression Outcomes |Examinations Office
progression
September 2014 19 F Foundation examinations end - July Intake Schools Schools
September 2014 22 M send email to students and update website (Religious Examinations Examinations Office
Observance Forms)
Send email to school to request for Examination
September 2014 22 M Requirement and Exam Office to set deadlines to Examinations Examinations Office
revert
September 2014 22 M Contact UK abd Ningbo (exam dates, shared paper Examinations Examinations Office
exam dates...)
September 2014 22 M Teaching Starts (Autumn Semester) Calendar
Students may begin adding/dropping optional : : )
September 2014 22 M s Es fa e 20TAYRTILS e, Module Enrolment |Timetabling Office
September 2014 26 F ngerate Bulk Provisional Transcripts and save at Y Saturn M_arks Examinations Office
drive Processing
Create/ populate recommendation templates (PG) Saturn Marks
September 2014 29 M (GSM 'unsatisfactory') -export student data by course . Examinations Office
Processing
& year of SoS
October 2014 3 F Deadline for Schools to revert back with Examinaton R{ Examinations Examinations Office
Add/Drop Deadline for students to have made their : . )
October 2014 3 F changes for the 2014/2015 sessions Module Enrolment |Timetabling Office
October 2014 10 F Deadline for SmeISSIO? of.Rellglo.us Observance Examinations Examinations Office
Forms to School Examinations Officer
October 2014 10 F RSO U compl.etlon AL Module Enrolment |Timetabling Office
to student module choices
October 2014 10 F To roll over Courses & Modules (hold facility) to Programme el B

2014/2015 for editing for 2014/2015 academic year

Specifications




Month and Year | Date| Day| Time Event Process Contact

October 2014 13 M AU @7 Tels 207 Gl Talole 1D reports. fo.r Registry to Module Enrolment  [Timetabling Office
contact Schools where modules are missing

October 2014 13 M E;J:::;I 1 ST/ (19 EnsER EETP mee =S T o Module Enrolment  [Timetabling Office
Deadline for all changes to student module choices to

October 2014 17 F be completed in Saturn for Autumn semester exam Module Enrolment  [Timetabling Office
timetable creation

October 2014 20 M Download of student and examlna_tlon data from Examinations Examinations Office
Saturn for Autumn Semester Exam Timetable

October 2014 20 M putin reql_Je_st to Maryana/ See to ask for the data Examinations Examinations Office
(Student listing & modules enrolled)

October 2014 20 M Conduct room survey Teaching Timetable [Timetabling Office

October 2014 24 F 3.00pm |Assessment Channel switched off Channel IIEgamlnatlons Qi £

October 2014 24 | F |3.00pm |My Degree Channel switched off Channel IE;‘am'”at'O”s Ol £

October 2014 24 F IGSM rfaset to IUnknown for all PG students (GSM Saturn M_arks Examinations Office
unsatisfactory') - to prepare for portal channel Processing

October 2014 27 M Schedule the DRAFT Examinations Timetable - Examinations Examinations Office
Autumn Semester
Saturn Module Maintenance open for editing Modules

November 2014 3 M Specifications (including Catalogue of Modules Module Specifications |Student Registry
Information) for 2014/2015
Saturn Course Maintenance open for editing Programme

November 2014 3 M Programme Specifications (including Supplementary s ec?fications Student Registry
Regulations) for 2014/2015 P

November 2014 5 W | 12noon [Deadline for return of PGT recommendations Progression Outcomes |Examinations Office

November 2014 5 w | 9.00am Deadline for submission of 2012/13 PG marks for Saturn M_arks Examinations Office
Saturn Processing
Get Special Provision list from Well Being Office R . )

November 2014 5 w (Also based on Website deadline) Examinations Well Being Office
Bulk change to PG students' GSM - list of 'progressing’ Saturn Marks

November 2014 5 w and 'not progressing' send to UK to upload in the . Examinations Office

Processing

system

November 2014 5 w Student Registry to enter resit registration module in Saturn M_arks Examinations Office
Saturn 3 Processing
Sent the DRAFT Autumn Semester Examinations

November 2014 10 M Timetable circulated to Schools for checking this Examinations Examinations Office
week

November 2014 10 M Gener'ate PG Resit Registration report to school for Saturn M?rks Examinations Office
checking Processing

November 2014 12 F | 3.00pm |My Degree Channel switched on Channel IIE;(amlnatlons Cinifee &

November 2014 12 F 3.00pm Z:‘alc)scrlpt Channel switched on (Postgraduate Channel IIE;amlnatlons Office &
Deadline for Schools to revert back the DRAFT

November 2014 14 F Autumn Examinations Timetable to Examination Examinations Examinations Office
Office

November 2014 21 F ngerate Bulk Provisional Transcripts and save at Y Saturn Mgrks Examinations Office
drive Processing

November 2014 24 M Publication of Examlnatl_on 'I:lmetable for Examinations Examinations Office
Autumn Semester Examinations

November 2014 24 M Compilation of Examination Master Check list for Examinations Examinations Office

Autumn Semester Examinations




Month and Year | Date| Day| Time Event Process Contact
November 2014 24 M Deadline for submission of Examination Papers Examinations Examinations Office
December 2014 1 M Schedule the Invigilation Duty Examinations Examinations Office
Deadline for submission of application form to Resit

December 2014 1 M Autumn Semester Examinations Overseas Examinations Examinations Office
(External Resit onlv)

December 2014 1 M Issuance of Exam Docket Examinations Examinations Office
Add in the Special Provision List in the Master

December 2014 1 M Checklist - Convert time, set Venue, prepare exam Examinations Examinations Office
docket

December 2014 5 F Issue _Sprlng & Feb Semesters' Draft TB to schools for Teaching Timetable
checking

December 2014 8 M Sent Invigilation Duty to Schools Examinations Examinations Office
December 2014 8 M Print Attendance Card, Exam Papers Examinations Examinations Office
December 2014 12 F Teaching Ends (Autumn Semester) Calendar

To add spring & summer taught semester in modules e .

December 2014 15 M (Saturn Web) for Feb Intake. Module Specifications |Student Registry

Marksheets for Autumn Semester assessments Saturn Marks
December 2014 29 M generated and saved to shared drive for Schools to Processing Examinations Office
access
Marksheets for Autumn Semester assessments Saturn Marks
December 2014 29 M generated and saved to shared drive for Schools to Processin Examinations Office
access 9
My Transcript Channel switched off Examinations Office &
PEDIEIF7 4Lk & F U (Undergraduate and Postgraduate) (SN IS
Publication of Add/Drop - Module Enrolment Website ; . )
January 2015 2 F for 2014/2015 (Spring) Module Enrolment  [Timetabling Office
January 2015 5 M Examinations begin - (Autumn Semester) Examinations Examinations Office
Send amended text for My Module Enrollment Channel Timetabling Office &
January 2015 5 M 14/15 (Spring Semester) Channel IS
January 2015 5 M GSM reset to "Unknown" for all UG & PG students B2 M_arks Examinations Office
Processing
January 2015 12 M Prepare Recommendation Template to Schools Ss:gz';sl\;lag(s Examinations Office
January 2015 17 S Examination end - (Autumn Semester) Examinations Examinations Office
January 2015 19 M Publication of Spring & Feb Semesters' final TB Teaching Timetable |Timetabling Office
Provisional deadline for submission of provisional Saturn Marks R ’
ELIENT 24 2z U | SHEEr Autumn semester marks for SATURN Processing SEmIMELCNS e
January 2015 29 TH Registration (new students) Registration Student Registry
January 2015 29 TH Email to students to do module add/drop Module Enrolment  |Timetabling Office
February 2015 2 M Send email to students and update website (Religious Examinations Examinations
Observance Forms)
Send email to school to request for Examination

February 2015 2 M Requirement and Exam Office to set deadlines to Examinations Examinations

revert

February 2015 2 M Contact UK abd Ningbo (exam dates, shared paper Examinations Examinations

exam dates...)
February 2015 2 M Teaching Starts (Spring Semester) Calendar




Month and Year | Date| Day| Time Event Process Contact
Students may begin adding/dropping optional
February 2015 2 M modules for the 2013/2014 session (change of mind Module Enrolment  [Timetabling Office
period).
Marks processing deadline for receipt of definitive Saturn Marks — ’
February 2015 4 W | 9.00am marks for students UG & PG Processing Examinations Office
Undergraduate and Postgraduate Transcript Examinations Office &
February 2015 6 F 3.00pm |Channel switched on for Autumn Semester Channel IS
marks
February 2015 13 F Deadline for Schools to revert back with Examination R Examinations Examinations Office
Add/Drop Deadline for students to have made their . . )
February 2015 13 F changes for the 2014/2015 sessions Module Enrolment  |Timetabling Office
February 2015 24 T Deeeline o dirs compl_etlon S DU EE MEYES I S Module Enrolment |Timetabling Office
to student module choices
February 2015 25 W U @177 Tele S0 el Tete et reports. fo.r MR Module Enrolment  [Timetabling Office
contact Schools where modules are missing
February 2015 25 w E;}:Z;I @ SLEES & Anea el meellEs in die Module Enrolment Timetabling Office
March 2015 6 F Deadline for SmeISSIOD of_ReIlglo_us Observance Examinations Examinations Office
Forms to School Examinations Officer
Deadline for all changes to student module choices to
March 2015 6 F be completed in Saturn for Spring semester exam Module Enrolment  |Timetabling Office
timetable creation
March 2015 9 M Download of student and examlna.tlon data from Examinations Examinations Office
Saturn for Autumn Semester Exam Timetable
March 2015 9 M putin reql..le.st to Maryana/ See to ask for the data Examinations Examinations Office
(Student listing & modules enrolled)
March 2015 9 M Conduct room survey Teaching Timetable [Timetabling Office
March 2015 11 w Sch(_adule the DRAFT Examinations Timetable - Examinations Examinations Office
Spring Semester
Deadline for the completion of amendments/additions
to Module Specifications in Saturn Module L .
March 2015 13 F Maintenance for April draft publication/module pre- Module Specifications |Student Registry
registration
Deadline for the completion of changes to
Supplementary Regulations in Saturn Course Programme .
L AL i g Maintenance for April draft publication and module pre{ Specifications S Rl
registration - see related Teaching Timetable process
Sent the DRAFT Spring Semester Examinations
March 2015 18 w Timetable circulated to Schools for checking this Examinations Examinations Office
week
Get Special Provision list from Well Being Office A . .
March 2015 18 w (Also based on Website deadline) Examinations Well Being Office
Print Activity Templates from Citrix (Saturn Report)
March 2015 23 M for schools to check & amend before requesting Teaching Timetable [Timetabling Office
Farzana to download from Saturn
March 2015 23 M Hges Pharmécy,"Blo_saePce ?nd lormalzel Selenes Teaching Timetable [Timetabling Office
Schools to provide "topical" activity templates
Deadline for Schools to revert back the DRAFT
March 2015 25 w Spring Examinations Timetable to Examination Examinations Examinations Office
Office
April 2015 1 w Publication of E_xam.lnatlon Timetable for Spring Examinations Examinations Office
Semester Examinations
April 2015 1 w Con:lpllatlon of Examln.:;it|0|.1 Master Check list for Examinations Examinations Office
Spring Semester Examinations
April 2015 1 w Deadline for submission of Examination Papers Examinations Examinations Office
April 2015 1 w Send amended text for My Module Enrollment Channel Channel Timetabling Office &
14/15 for module pre-enrolment IS
April 2015 1 w Publication of Module Pre-Registration website Module Enrolment  [Timetabling Office




Month and Year | Date| Day| Time Event Process Contact
April 2015 2 TH Deadline to approve all module changes Module Specifications |Student Registry
. Deadline to check all programme specification esp. Programme .
SEIERS 2 L course strucure before the publication & module built. Specifications S IS (et dy
April 2015 6 M Schedule the Invigilation Duty Examinations Examinations Office
Deadline for submission of application form to Resit
April 2015 6 M Spring Semester Examinations Overseas Examinations Examinations Office
(External Resit onlv)
April 2015 6 M Issuance of Exam Docket Examinations Examinations Office
Add in the Special Provision List in the Master
April 2015 6 M Checklist - Convert time, set Venue, prepare exam Examinations Examinations Office
docket
. Publication of Draft Online Catalogue of Module . .
April 2015 7 T Specifications for 2014/15 Module Specifications |Student Registry & IS
. Publication of Draft Online Supplementary Regulations Programme .
April 2015 7 T for 2014/15 Specifications Student Registry & IS
April 2015 9 TH Module Build for 2014/15 for returning students Module Enrolment 'Il'émetabllng i &
April 2015 13 M Print Attendance Card, Exam Papers Examinations Examinations Office
April 2015 13 M Sent Invigilation Duty to Schools Examinations Examinations Office
April 2015 13 M PTG el e EiTen @@ S.ChOOIS BiF L EELIE By Module Enrolment  [Timetabling Office
Forms for Pre-Enrolment this week
April 2015 13 M Email to students to do module pre-enrolment Module Enrolment  [Timetabling Office
April 2015 13 M LTl R BT ten‘jplates, = Teaching Timetable |Timetabling Office
modules from Saturn into S+
April 2015 15 w Module Pre-enrolment for 2014/15 begins Module Enrolment  [Timetabling Office
. Deadline for returning students to return their Module ) . )
April 2015 29 w Entry Forms with choices for 2015/16 Module Enrolment  [Timetabling Office
April 2015 29 w Reglstra_tlon (Gr] SR B T 2 Registration Student Registry
Foundation
April 2015 30 F Teaching Ends (Spring Semester) Calendar
May 2015 5 T 3.00pm |Transcript Channel switched off Channel Ilfgamlnatlons OIS
May 2015 5 T 3.00pm |My Degree Channel switched off Channel Ilfgamlnatlons OIS
- Send email to school to request for Examination
May 2015 5 T Requirement and Exam Office to set deadlines to Examinations Examinations Office
revert - Foundation
Marksheets for Spring Semester assessments Saturn Marks
May 2015 5 T generated and saved to shared drive for Schools to . Examinations Office
Processing
access
May 2015 5 T GSM resgt to Unknc.)wn. for all UG &.PG students - for Saturn M?rks Examinations Office
progression calculation in Exam Meeting Report Processing
Marksheets for Spring Semester assessments Saturn Marks
May 2015 5 T generated and saved to shared drive for Schools to . Examinations Office
Processing
access
Deadline for the completion of bulk data entry in ; . )
May 2015 8 F ST O SE R TS E s ees R Al Module Enrolment  [Timetabling Office
May 2015 11 M Examinations begin - (Spring Semester) Examinations Examinations Office
May 2015 11 M Rt i e LA Ene el el (e i NegEiy Module Enrolment  [Timetabling Office

contact Schools where modules are missing




Month and Year | Date| Day| Time Event Process Contact
May 2015 11 M E;rr‘;:;l T Cl I L8 SR (LT S e Module Enrolment  [Timetabling Office
May 2015 15 F Deadline for aI_I changes to student module choices to Module Enrolment  |Timetabling Office
be completed in Saturn
Download of student and examination data from
May 2015 18 M Saturn and Foundation Exam Timetable - April Examinations Examinations Office
Intake
May 2015 18 M Schedule_the —DRA.FT Examinations Timetable - Examinations Examinations Office
Foundation (April Intake)
May 2015 18 M Prepare Recommendation Template to Schools Ss:gzr;;;l;rgks Examinations Office
Create/ populate recommendation templates (UG & Saturn Marks — ]
MSVIZOES 28 . PG) -export student data by course & year of SoS Processing EETEEns Ol
May 2015 18 M LT D e IR T B ST D ()8 s Teaching Timetable [Timetabling Office
from Saturn to S+
May 2015 25 M Teaching Starts (Summer Semester) Calendar
Students (Master & Feb Intake) may begin
May 2015 25 M adding/dropping optional modules for the 2014/2015 Module Enrolment  [Timetabling Office
session.
May 2015 30 S Examination end - (Spring Semester) Examinations Examinations Office
Sent the DRAFT Foundation (April Intake)
June 2015 1 M Examinations Timetable circulated to Schools for Examinations Examinations Office
checking this week
Sent the Foundation (April Intake) Examinations - - ]
June 2015 5 F Timetable to Schools together with Exam Docket Examinations Examinations Office
Deadline for students (Master & Feb Intake) to return ; . )
June 2015 5 F their Add/Drop Forms with choices for 2014/15 Module Enrolment |Timetabling Office
June 2015 8 M Send email to students and update website (Religious Examinations Examinations Office
Observance Forms)
Send email to school to request for Examination
June 2015 8 M Requirement and Exam Office to set deadlines to Examinations Examinations Office
revert - Summer Semester & Resit Exam
June 2015 8 M Contact UK abd Ningbo (exam dates, shared paper Examinations Examinations Office
exam dates...)
June 2015 10 W | 3.00pm |Exam Board meeting reports available for printing Ss:gzr;sl\;lia:qrglj(s Examinations Office
June 2015 10 W | 9.00am |Provisional marks deadline =2l M_arks Examinations Office
Processing
Deadline for the completion of bulk data entry in
June 2015 12 F Saturn of student module choices for 2014/15 (Master Module Enrolment  |Timetabling Office
& Feb Intake students)
Run off 'not 120" and 'not 180' reports for Registry to
June 2015 15 M contact Schools where modules are missing (Master & Module Enrolment  [Timetabling Office
Feb Intake students)
E-mail to students to check their modules in the : ; ]
June 2015 15 M portal (Master & Feb Intake studenst) Module Enrolment  [Timetabling Office
June 2015 19 F 12noon |Deadline for return of recommendations (UG & PG) | Progression Outcomes [Examinations Office
June 2015 19 F |9.00am Marks processing deadline for receipt of definitive Saturn M?rks Examinations Office
marks for students UG & PG Processing
June 2015 19 F Deadline for Schools to revert back with Examinaton R Examinations Examinations Office
June 2015 19 F We can get the d_ata frf)m the resit listing Examinations Examinations Office
Recommendation List) from school.
Also provide the copy to Maryana to upload onto EMS
June 2015 19 F (for generation of Exam Docket and exam timetable Examinations Examinations Office
report)
June 2015 19 F Deadline for all changes to student module choices to Module Enrolment  [Timetabling Office

be completed in Saturn




Month and Year | Date| Day| Time Event Process Contact

June 2015 19 F GSM reset to "Unknown" for all UG & PG students - to Saturn M_arks Examinations Office
prepare for portal channel Processing
Download of student and examination data from

June 2015 22 M Saturn for Summer semester exams Exam Examinations Examinations Office
Timetable
Bulk change to UG & PG students' GSM - list of Saturn Marks

June 2015 22 M '‘progressing' and 'not progressing' send to UK to . Examinations Office

. Processing

ubload in the svstem

June 2015 23 T Run Saturn 3 export "Unsatisfactory with marks Saturn M_arks Examinations Office
<40% Processing

June 2015 23 T Student R_eglstry to amend any exceptions to this Saturn M_arks Examinations Office
manually in Saturn 3 Processing

June 2015 24 W | 3.00pm |My Degree Channel switched on (UG & PG) Channel IIE;amlnatlons Oz 2

June 2015 24 W | 3.00pm |Transcript Channel switched on (UG & PG) Channel IIE;amlnatlons Oz 2

June 2015 24 w | 9.00am Deadline for checking marks for graduating students Saturn M_arks Examinations Office
(UG/PG) Processing
Deadline for confirming data on reassessment & . N ]

June 2015 24 w first sit entries for UG & PG students Progression Outcomes |Examinations Office

June 2015 26 F Deadline for subm|55|or_1 of.ReI|g|o.us Observance Examinations Examinations Office
Forms to School Examinations Officer

June 2015 26 F (s _draft AULS-1E HI 22 GTID WELS e BEnere] Teaching Timetable |Timetabling Office
checking purposes

June 2015 26 F SCh9°|s W.'” MERE 28 WEES (1 EiEE e D1E 0 @ Teaching Timetable |Timetabling Office
static environment

June 2015 29 M Gener_ate Resit Registration report to school for Saturn M_arks Examinations Office
checking Processing

July 2015 1 ngerate Bulk Provisional Transcripts and save at Y Saturn M_arks Examinations Office
drive Processing
Download of student and examination data from

July 2015 3 F Excel/ Saturn for Resit semester exams Exam Examinations Examinations Office
Timetable ***

July 2015 6 Sch(?dule the DRAFT Examinations Timetable - Examinations Examinations Office
Resit & Summer Semester
Get Special Provision list from Well Being Office A . .

July 2015 6 (Also based on Website deadline) Examinations Well Being Office
Sent the DRAFT Resit and Summer Semester

July 2015 9 TH Examinations Timetable circulated to Schools for Examinations Examinations Office
checking this week

July 2015 10 | F Deadline for submission of Resit and Summer Examinations Examinations Office
Examination Papers
Assessment Channel switched on Examinations Office &

2Ll 7o — || Sk (Undergraduate and Postgraduate) Sl IS
pedadrine 10r SCriovls Lo revert udCk une UKAri Kesit

July 2015 15 w & Summer Examinations Timetable to Examinations Examinations Office
Exr~saivantine NEFi~n

July 2015 17 | F Deadline for submission of application form to take Examinations Examinations Office
September Resit Examinations Overseas

July 2015 20 M Publication of Examination Tl_meisable for Resit Examinations Examinations Office
and Summer Semester Examinations

July 2015 20 M Con?pllatlon of Examination Master: Ch?Ck list for Examinations Examinations Office
Resit and Summer Semester Examinations

July 2015 24 F Issuance of Exam Docket Examinations Examinations Office
Add in the Special Provision List in the Master

July 2015 24 F Checklist - Convert time, set Venue, prepare exam Examinations Examinations Office
docket

July 2015 24 F Schedule the Invigilation Duty Examinations Examinations Office
Send email to school to request for Examination

July 2015 27 M Requirement and Exam Office to set deadlines to Examinations Examinations Office
revert - Foundation (July Intake)

July 2015 29 w Print Attendance Card, Exam Papers Examinations Examinations Office

July 2015 29 w Sent Invigilation Duty to Schools Examinations Examinations Office
Download of student and examination data from S - ]

July 2015 29 Saturn and Foundation Exam Timetable - July Intake Examinations Examinations Office

July 2015 30 TH Schedule the DRAFT Examinations Timetable - Examinations Examinations Office

Foundation (July Intake)




Month and Year | Date| Day| Time Event Process Contact
Student Registry audit new/amended Programme
Specifications from June-August to ensure compliance Programme .
SRlv/ANOUSTRE0LS with University Regulations/Quality Manual and may Specifications ST e Gy
contact Schools with any queries
Sent the DRAFT Foundation (July Intake)
August 2015 3 M Examinations Timetable circulated to Schools for Examinations Examinations Office
checking this week
Sent the Foundation (July Intake) Examinations R B ]
August 2015 7 F Timetable to Schools together with Exam Docket Examinations Examinations Office
Marksheets for Summer Semester and Resit Saturn Marks
August 2015 10 M assessments generated and saved to shared drive for . Examinations Office
Processing
Schools to access
Marksheets for Spring Semester assessments Saturn Marks
August 2015 10 M generated and saved to shared drive for Schools to Processin Examinations Office
access 9
August 2015 14 F 3.00pm Transcript Channel switched off (Undergraduate Channel Examinations Office &
and Postgraduate) IS
August 2015 14 F Teaching Ends (Summer Semester) Calendar
Deadline for all final changes to taught course
structures for 2014/15 before the module build Programme .
R s 2 (process which automatically enrols students on their Specifications S I RE
compulsory module enrolments)
Deadline for all changes to module specifications.
Saturn Course Maintenance and Saturn Module IS
August 2015 14 F . ) L Specifications and Student Registry
Maintenance closed to direct editing by Schools for Module Specifications
2014/15 records. P
August 2015 17 M Re-sit examinations begin Examinations Examinations Office
Create/ populate recommendation templates (UG) Saturn Marks
August 2015 17 M (GSM 'unsatisfactory') -export student data by course . Examinations Office
Processing
& vear of SoS
August 2015 17 M tDrgl\?vlgt\)/e HEEETITE, S E 2 o ZLia-il et el Teaching Timetable |Timetabling Office
August 2015 24 M Summer examinations begin Examinations Examinations Office
August 2015 24 M Prepare Recommendation Template to Schools Sstgzg;g;‘gs Examinations Office
August 2015 24 M Send amended text for My Module Enrollment Channel Channel Timetabling Office &
15/16 IS
August 2015 31 M 9.00am [Assessment channel switched off Channel Ilfgamlnatlons OIS
GSM reset to "Unknown" for all UG Resit students Saturn Marks L ’
ST A 1 T (GSM 'unsatisfactory') - to prepare for portal channel Processing ZEIIRELClOS e
September 2015 7 M Re-sit Examinations end Examinations Examinations Office
September 2015 7 M Summer Examinations end Examinations Examinations Office
Publication of Add/Drop - Module Enrolment Website . . ]
September 2015 7 M for 2015/2016 Module Enrolment  |Timetabling Office
September 2015 11 F |o9.00am Deadline for submission of provisional September Saturn Mgrks Examinations Office
marks to SATURN Processing
September 2015 11 M GSM rleset tg Unknolwn for all UG Resit students Saturn Mgrks Examinations Office
(GSM 'unsatisfactory') - to prepare for portal channel Processing
September 2015 14 M Gener_ate Resit Reglstratlon report to school for Saturn M_arks Examinations Office
checking after resit exam Processing
September 2015 15 T |9.00am Deadline for submission of definitive September Saturn M_arks Examinations Office
marks to SATURN Processing
September 2015 15 T Ul (5] GRS (EEET ME NEEIE oS (Sl e i S e Progression Outcomes |Examinations Office

Registry




Month and Year | Date| Day| Time Event Process Contact
September 2015 15 T D_eadllf\e 72l c_onflrmlng EEE] Ol [EEEEEEES Progression Outcomes |Examinations Office
first sit entries for UG students
September 2015 18 F 3.00pm My Transcript Channel switched on Channel Examinations Office &
(Undergraduate only) IS
September 2015 18 F 3.00pm Assessment channel switched on Channel Examinations Office &
(Undergraduate only) IS
Publication of definitive online Supplementary Programme
September 2015 18 F Regulations, Programme Specifications and Module Specifications and Student Registry & IS
Specification for 2014/15 Module Specifications
Bulk change to UG students' GSM - list of Saturn Marks
September 2015 18 F 'progressing' and 'not progressing' send to UK to . Examinations Office
. Processing
upload in the system
September 2015 18 F Student Registry to enter resit registration module in Saturn Marks Examinations Office

Saturn 3

Processing




